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FBI Fingerprint Card Completion Instructions 

To ensure timely processing of your employee application please review and follow these instructions.  

1. Fill in personal information.  See below example for potential employee named John E Doe 

List your full legal name on both your employee application and fingerprint card – verify 

they exactly match 

2. Fill in Employer and Address EXACTLY as shown below and in the example: 

Ohio Department of Commerce – MMCP 
77 South High St 
Columbus, OH 43215 

3. Fill in the Reason Fingerprinted EXACTLY as show below and in the example: 
ORC 3796.13 

 

 

Please find additional information and blank card at: 

https://www.ohioattorneygeneral.gov/Files/Forms/Forms-for-BCI-Criminal-Records-and-Background-

Chec/Background-Check-Forms/FBI-fingerprint-card  

 

 

 

 

https://www.ohioattorneygeneral.gov/Files/Forms/Forms-for-BCI-Criminal-Records-and-Background-Chec/Background-Check-Forms/FBI-fingerprint-card
https://www.ohioattorneygeneral.gov/Files/Forms/Forms-for-BCI-Criminal-Records-and-Background-Chec/Background-Check-Forms/FBI-fingerprint-card
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BCI Civilian Background Check Instructions 

To ensure timely processing of your employee application please review and follow these instructions.  

1. Fill in personal information.  See below example for potential employee named John E Doe 

List your full legal name on both your employee application and fingerprint card – 

verify they exactly match 

2. Fill in Agency Code EXACTLY as shown below and in the example: 

Ohio Department of Commerce – MMCP 
 

3. Fill in the Reason Fingerprinted EXACTLY as show below and in the example: 
ORC 3796.13 
 

 

Please find additional information and blank card at: 

https://www.ohioattorneygeneral.gov/Files/Forms/Forms-for-BCI-Criminal-Records-and-Background-

Chec/Background-Check-Forms/BCI-fingerprint-card 

 

 

 

https://www.ohioattorneygeneral.gov/Files/Forms/Forms-for-BCI-Criminal-Records-and-Background-Chec/Background-Check-Forms/BCI-fingerprint-card
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